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Section

1) COVER LETTER

2) EXECUTIVE
SUMMARY

3) MISSION
STATEMENT

The Proposal Lab (All Rights Reserved)

Why It’s Important

Personalize a letter introducing
your organization and the specific
program.

State the purpose of the proposal
and the funding request.

Express gratitude for the funder’s
consideration.

Introduction: Briefly introduce your
organization and the significance of
the program.

Problem Statement: Summarize the
critical need the program addresses
in the community.

Proposal Solution: Outline how the
program effectively addresses this
need.

Present your organization’s mission
statement, emphasizing its relevance
to the program.

Highlight how the program aligns
with the funder’s specific priorities
and values.

proposal b X

Details

The cover letter is the first point of
contact between your organization and
the funder. It's an opportunity to make

a solid first impression by personalizing
your introduction and demonstrating
genuine interest in the funder’s mission.

A well-crafted cover letter sets the
tone for the entire proposal, conveying
professionalism, enthusiasm, and
gratitude. It establishes an immediate
connection and encourages the funder
to engage more deeply with your
application.

The executive summary is a concise
overview of your entire proposal. It’s
critical because funders often make
preliminary decisions based on this
section alone.

A compelling executive summary
highlights the significance of your
program, the critical need it addresses,
and how your solution is effective. It
captures the essence of your proposal,
making it easier for busy reviewers

to grasp your objectives quickly. An
impactful summary can intrigue the
funder to read further and consider your
request more seriously.

Presenting your mission statement and
aligning it with the funder’s priorities
demonstrates a shared vision. This
alignment is crucial because funders
are more likely to support organizations
whose goals resonate with their values
and objectives.

By emphasizing this connection, you
show that your program is not just
beneficial to your organization but
also advances the funder’s mission,
increasing the likelihood of securing
support.
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Section

4) ORGANIZATIONAL
BACKGROUND

5) STATEMENT OF
NEED

6) PROGRAM DESIGN

The Proposal Lab (All Rights Reserved)

SM

Why It’s Important

History: Provide a brief history of
your organization, focusing on its
experience relevant to the program
area.

Major Accomplishments: List
significant achievements related to
the program.

Current Programs and Activities:
Describe current operations and
initiatives related to the program.

Target Population Demographics:
Offer data on the communities
served over recent years.

Collaborations and Partnerships:
Detail partnerships that enhance
program delivery.

Community Need: Present data and
statistics on the issue the program
addresses locally and provincially.

Problem Description: Explain how
the issue affects the community and
its implications.

Recognition and Urgency: Highlight
the immediate need for funding to
address the issue.

Current Research: Reference studies

or reports supporting the need for
the program.

Vulnerable Need Justification:
Justify why the program is essential
for vulnerable populations.

Concise Statement: Clearly express
the primary purpose of the program.

Shadowing Funder Goals: Adjust

program goals to reflect those of the

funder.

ART Objectives
Specific: Define clear and specific
objectives.

Measurable: Establish criteria to
measure progress.

Achievable: Ensure objectives are
attainable.

Relevant: Align objectives with the
program’s purpose.

Time-bound: Set deadlines for
achieving objectives.

Details

Providing a detailed organizational
background establishes credibility and
trust. Funders need assurance that
your organization has the experience,
stability, and capacity to execute the
proposed program effectively.

Highlighting your history, major
accomplishments, current activities, and
collaborations showcases your track
record of success and your commitment
to the community. This section reassures
funders that their investment will be
managed responsibly and will yield
meaningful results.

The statement of need articulates the
problem your program addresses and
underscores its urgency. You build a
compelling case for why funding is
necessary by presenting data, statistics,
and research.

This section connects the funder

to the community’s challenges and
demonstrates that your organization
deeply understands the issues at hand.
Emphasizing the impact on vulnerable
populations further highlights the
program’s significance and the potential
for positive change.

The program design outlines your
strategic approach to addressing the
identified need. Detailing your objectives,
activities, expected outcomes, and
evaluation methods shows you have a
clear, actionable plan.

Utilizing SMART objectives ensures
your goals are well-defined and
attainable. This comprehensive design
demonstrates to funders that you are
prepared, methodical, and focused on
achieving measurable results. It also
illustrates how their support will directly
contribute to meaningful community
impact.
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Section

6) PROGRAM DESIGN
(Continued)

7) MANAGEMENT
PLAN, ASSETS, AND
EQUITY

The Proposal Lab (All Rights Reserved)

Why It’s Important

Process Objectives
Activities and Tasks: List key
activities that will occur upon
receiving funding.

Impact Objectives

- Benefits to Beneficiaries: Describe
expected outcomes and impacts on
the community.

Anecdotal Impacts: Include stories
or testimonials illustrating the
program’s effect.

Narrative Connection

- Explain How Goals Achieve
Outcomes: Clearly articulate how the
program’s goals and objectives will
lead to the desired outcomes among
the target population.

Evaluation Plan Integration

+  Accountability Measures: Detail
how the program’s success will be
evaluated and measured.

Metrics and Tools: Specify the
indicators and tools that will track
progress toward goals.

Dissemination Statement
Promoting the Funder: Explain how
your organization will acknowledge
and promote the funder’s support.

Sustainability Plan Statement
Long-term Strategy: Outline plans
for sustaining the program beyond
the grant period.

Staff Roles: Identify team members
and their roles.

Time Allocation: Specify time
dedication to the program.

Resources from your organization
and Partners: Internal resources and
partner contributions.

Equity Demonstration: Inclusive
hiring practices and equitable
outreach.

Details

A strong management plan provides
confidence that your organization has
the leadership and resources to execute
the program successfully. You show
readiness and capacity by identifying
team roles, time commitments, and
available resources. Highlighting

equity through inclusive practices
demonstrates a commitment to diversity
and fairness, values that are increasingly
important to funders. This section
assures funders that their investment is
in capable and conscientious hands.

Page 3



Section

8) BUDGET SUMMARY
AND NARRATIVE

9) CAPABILITY-
RELATED OR
SUPPORTING
DOCUMENTS

The Proposal Lab (All Rights Reserved)

Why It’s Important

Financial Overview: A table
summarizing the budget.

Cost Justification: Explanation of
each budget item.

Allocation of Funds: Detailed fund
spending.

Letters of Support: Endorsements
from partners/community leaders.

Testimonials: Statements from
beneficiaries.

Previous Successes: Highlight past
successes and impact reports.

Details

The budget summary and narrative offer
transparency into how funds will be
used.

A detailed and justified budget helps
funders understand the financial
requirements of your program and
ensures there are no ambiguities. This
clarity builds trust, showing that you
have thoroughly planned and are fiscally
responsible. Funders are more likely to
support proposals where the financial
aspects are clear, reasonable, and
directly tied to program outcomes.

Including supporting documents like
letters of support, testimonials, and past
success stories adds tangible evidence
of your organization’s impact and
community support. These documents
provide third-party validation, enhancing
your credibility. They demonstrate that
your organization is respected, effective,
and valued by beneficiaries and partners
alike. This external affirmation can
significantly strengthen your proposal
by showcasing a proven track record of
success.
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